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POLI CE COMVUNI CATI ONS OFFI CER |

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses first |ine supervisory positions in the
communi cations division, the major duties of which include
coordi nating dispatching with the conplaint desk, seeing that
all dispatching positions are being handled by qualified
personnel, scheduling subordi nate conmuni cations officers, and
supervi sing the work of subordinates. Enployees of this class

wi | al so operate communications equipnent and perform
di spatchi ng tasks. The Communications O ficer Il works with a
hi gh degree of independence, reporting to and having work
reviewed by a Police Comrunications Supervisor. This cl ass

ranks directly bel ow that of Police Conmmuni cations Supervisor.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Perfornms supervisory tasks such as seeing that an assigned shift
is properly manned, approving |eave, and evaluating work
performance of subordi nates;

Sees that all new enployees receive necessary training,
personal ly providing on-the-job training; participates in any
training offered by the departnent in comruni cations or rel ated
ar eas;

Determ nes the correct unit(s) to be dispatched and any ot her
pertinent information by followi ng departnmental procedure;
di spatches unit(s);

Keeps track of location and condition of police units at all
times; stays in touch with units; takes requests for assi stance
and conplies with such; relays instructions from supervisors,
nmessages, energency information etc.

Enters all conplaints and related information into conputer

Wat ches or listens to nmonitors registering burglar alarnms for
banks, verifies alarns, and dispatches units according to
departnment policy;

Prepares for shift change by briefing oncom ng shift or by being

briefed by outgoing shift, checking records fromprevious shift,
or assenbling necessary supplies and equi pnent.
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Performs related duties as assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be met by the filing deadline for application for adnission to
t he exam nati on.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must possess a valid driver’s license.

Must be a regul ar and permanent enpl oyee in good standing in the

class of Police Communications Oficer | for at |east five (5)
years. (Time to be counted from date of confirmation in the
class.)
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